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Quick Facts

The overtime request and approval
process is verified with timesheet
edits.
A CRITICAL error is generated
when the request or approval is
missing.
Approvals may occur as late as the
time of approval of the timesheet,
which is typically after the
payperiod has officially ended
(WebTADS Monday)
Approval may be made “after” the
time worked

A justification is
required to
complete the
overtime request.

An email
notification is
made when the
request is
submitted to the
approver.

Examples in this handout are taken from the WebTADS test database and use fictitious employees.

To make an
expedited request
that pre-fills the
request form with
the hours “as-
worked”, click
here.

https://webtads.nasa.gov

     To create a request, click on the       request overtime button in the top right area of the
     Timesheet.

The employee (or,
point of contact or
approver) can submit
an overtime request.

Requests are made
up to 6 pay periods in
advance.

The request can be
modified during the
request/approval
process.

Approve/
disapprove

commands are
available on the

overtime request
summary page.
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